Jennifer K. Maples
19830 Cherry Hill St.  ♦ Southfield ,MI 48076
734-272-2599 ♦  j.maples09@gmail.com
 
 
Objective​
[bookmark: _GoBack]To secure an entry-level position that will allow me to acquire practical business experience.  I can be described as dependable (willing and able to show up on time); honest; trustworthy and a team-player with a positive “can-do” attitude.
 
Experience
Charter One Bank, Warren MI							10/2012 - 08/2013
 
Teller/Customer Service Representative
•Accurately conducts all credit and debit transactions in compliance with established bank policies and procedures.
•Keeps proper cash supply on hand and prepares daily proof record while maintaining an acceptable difference record.
•Delivers excellent customer service to all bank customers.
•Meets teller sales referral goals and actively participates in sales promotions.
•Refers customers to other bank staff for problem resolution.
•Position reports to Teller Manager.
 
 
Autozone, Detroit MI								05/2011 - 12/2012
 
Customer Service Representative / Sales Associate
•Assisting customers with store purchases and warranty lookups
•Performing diagnostic checks on customer automobiles
•Testing auto parts for customers
•Assisting with store inventory
•Receiving new inventory and restocking store shelves
 
 
The Grand Court, Farmington Hills MI						06/2008 - 10/2008
 
Dining Services - Waitress
•Serving food and/or beverages to residents
•Remove dishes and glasses from tables or counters and take them to kitchen for cleaning
 
 
Bronco Lanes LLC, Warren MI							08/2006 - 06/2008
 
Customer Service (front counter) / Party Hostess / Lane Attendant
•Provide pleasant and efficient customer service to bowling center customers
•Maintain cleanliness of various bowling areas, concourse, restrooms and parking lots
•Set-up and break-down of party area
•Greet party guests and assist them to the party area and their assigned lanes
•Serving food and/or non-alcoholic beverages to party guests
•Operate computerized cash register & bowling lanes
•Assign guests to bowling lanes & provide assistance/instructions on operating lane equipment
•Answer phones in a professional and pleasant manner
•Scheduling party reservations
 
 
Sherwood Realtors PLLC, Southfield MI						06/2007 - 09/2007
01/2006 - 08/2006
 
Customer Service / Administrative Assistant (Intern)
•Answer telephones; greet visitors & staff in a professional and courteous manner
•Assist with preparation of various mass mailings
•Taking interior & exterior photos of residential properties
•Perform data entry and internet searches
•Responding to customer inquires (via telephone and/or email)
•Scheduling listing and showing appointments
•Maintaining daily calendar for a busy real estate professional
•Coordinating open house preparations
•Assisting a licensed real estate professional at open houses, listing appointments and sales showings
•Various administrative duties (including but not limited to): filing; making copies; faxing; etc.
 
 
Education
 
Wayne State University, Detroit MI						09/2009 - 05/2011
         Major:  Business Administration
         Minor:  Graphic Design/Marketing
 
North Farmington High School, Farmington Hills MI				01/2006 - 06/2009
         High School Diploma
 
Southfield-Lathrup Senior High, Lathrup Village MI				09/2005 - 01/2006
 
 
Additional Training / Memberships / Certifications
 
Certified Notary Signing Agent							02/2013
 
National Notary Association							01/2013
 
Notary Public, State of Michigan							02/2020 Expiration
 
 
Computer Skills
 
Proficient with Microsoft Office: (Word, Excel, Access and Power Point); Realcomp & MI RealSource MLS systems
 
 
References
 
 Mr. Winfred Shephard						Office:	(586) 756-8200
General Manager
Bronco lanes LLC
22323 Ryan Road
Warren, MI 48091


Mr. Jimm Bryant						Office:	(313) 891-6000
Owner								Cell:	(313) 304-8480
Ampro Construction
13501 Mount Elliott
Detroit, MI 48212


Mrs. Paulette Frances						Office:	(313) 877-2873
Closing Processor 						Cell:	(586) 899-7600
Title Source Inc.
662 Woodward Ave.
Detroit, MI 48226



Mrs. Kimberly Porter						Office:	(313)877-2165
Recording Analyst						Cell:	(313) 715-1718
Title Source Inc.
662 Woodward Ave.
Detroit, MI 48226
